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1. Agency Address 
Department of Education 
Office of Vocational Education 
Division of Vocational Program Managemen 
Atlanta, Georgia 

~~~~~~~~ ~ ~~~~~ . ~-~ _ _ _ _  ~-~~ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR RECORDS MANAGEMENT USE - ~~~ ~. - ~- 
Application Number 

81- I26 
Date Completed L~~~~ Received 

F E E  5 ~~ 1981 .~ I F E E  i 8 1981 __ ~~~ ~~ 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. korward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

___ . Dates of Series 
.arliest Latest 

Attention: Schedulinc 

FOR AGENCY USE 

pplication Date 

5. Records Series Title (followed by title used in office; if different) 

pplication Number 

ection. 

- 
. Person to Contact 

1979 I Present Secondary Programs Budget Annual Summarization F i l e s  
#. Division and Office Function What i s  the function of the Division and the Office in which this record series is created? 
The Division of Vocational Program Management provides direct ion,  po l ic ies  and procedures 
f o r  development and delivery of Vocational Education; coordinates with local school systems 
and the federal  government i n  a l l  areas of vocational education including budget 
preparation; a l loca tes  grant funds and approves disbursement; provides technical 
ass is tance i n  program development; provides l ia i son  and coordination i n  planning and 
management of vocational programs; recanmends c e r t i f i c a t i o n  standards and s t a f f  development 
a c t i v i t i e s .  

~ 

'. Record Series Description This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documentsrelating to: Developing annual grant budgets fo r  local  plans by +e of summarized 
data from local applications.  

Included are: Summaries of a l locat ions,  posi t ions,  equipment, posit ion vacancies, 
sa la ry  schedules; copies of re la ted pol ic ies  and procedures. 

File i s  arranged: Chronologically by Fiscal Year: thereunder alphabetically by Program area. 

___ __-. -___ 
%. Monthly Reference Rate 

One to  six months old 

How often are records referred to which are: 

; Seven to twelve months old - ~, ' Thirteen to twenty-four months old 

- ~~ . ~ .  twenty-five months and older ? 
3. Annual Rate of Accumulation of Records 

;Other (spmify) 1-3 r ing binder Letter-size drawers ; Legal-size drawers ;Shelves 

R-50-71. Rev. 76 (om) 
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11. Reter 

10. Questionnaire (Place an "X" in the proper-lumn) - .. .- 

a. Is this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, cite law or reglllation. 
~ _ _  .- ~ If  not, where is it? ~ ~ ~ ~~~ ~ ~~ 

- .  ~. ~- __._ c. I s  this a-vital record? 
~ 

-. d. Doerthis series have historical or long term research value? 

.~ ~ documents be scheduledxamely? .. - ~~ 

3 . fsfhe information contained in this series ever Dublished? If yes. attach CODY. -. .__- 

.~ ._ 

e. When one or two documents in the fi le make it necessary to.keep the entire f i le for a long period, could these . ~ 

: - ,4 1 '  

g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 
- &&attach COPY.-..-..-~ ~ ~ ~- 

- If y e t  wherel_I)iYiSiCLIL_DiTeCtor has.r&erence Gopy2.- .~ ~~ _ _  ~~. .- 

. .  i - l r l h i r  s e r i e & ~ i x p Q f t i o n  af_it)reavlarly ~!nicrQfilmed? 
J. Do eo the rear-- e r'n 7 

on Requirements 
~ - .____ - 

The following requires the series to be kept: 
Fed/State 5/ 1 

a. State Law -years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need I- -years. 
c. Federal law - -.years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

.~ ;, :I 
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. .  . .  .. : . .. 
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-~ . .~ .  - .. ~~ -~ - ~ .. 
12. Approved Disposition Instructions This agency recommends that the fi le series'be cut off a t  the end of each: 

. 1 . .  . .  . .  
I 0 Calendar Year; Fiscal Year; 0 Other 2 ~~~ - .  -then, . . .  

. .  ~~ i 

Q Hold in the current files area --month(s) L y e a r ( s ) ;  then 
0 Transfer to local holding area; hold 

Transfer to State Records Center; hold 
&1 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeads); then 
-2 -  .--year(s); then 

, :  , 
i . :~ 

These instructions apply to al l  prior and future accumulations of the series. 

,f explanation.) 


